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 S&MA Information Communications and Board Process 
 
 
1. SCOPE 
 
1.1 Scope 

 
This Organizational Instruction (OI) provides guidance to S&MA Directorate 
Personnel as to the types of information required to be shared and/or coordinated with the 
S&MA Director and members of the Directorate Office/QD01. This document is not intended to 
limit any Department or Office Manager from bringing any issue that they deem appropriate to 
the attention of the S&MA Directors Office.     
 
1.2 Purpose 

 
The purpose of this OI is to establish the MSFC S&MA process for developing and documenting 
MSFC S&MA positions on critical NASA S&MA issues and ensuring that S&MA senior 
management is kept abreast of important Directorate activities and issues.  

   
1.3 Applicability 
 
This OI is applicable to all MSFC S&MA personnel, Departments and Offices.  
 
2.  Applicable Documents 

 
None 
 
3. Reference Documents 
 
NPD 8700.1   NASA Policy for Safety and Mission Success 

 
4.  Definitions 
 
S&MA Information Paper (SIP): SIP’s are one page executive summary information documents 
used to keep the S&MA Director informed of ongoing important S&MA activities and issues.  
Use of the SIP format addressed in this OI is only required when the issue has not already been 
summarized or documented in another customer provided format.  
 
S&MA Position Paper (SPP): SPP’s are formal decision papers used to document and 
communicate the MSFC S&MA Directorate’s unified management position on key NASA issues 
(technical and management). Dissenting opinions shall also be documented 
 
S&MA Review Board:  An S&MA Board shall consist of senior S&MA managers to include the 
Department and Office managers or their representatives, applicable discipline and technical 
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experts. The membership of this board can be expanded or reduced at S&MA Director’s 
depending on the complexity of the task, its relevance and other program conflicts in case any. 
The Board will review, discuss and strive to reach consensus, if possible, on all critical issues 
brought forward to the board for which S&MA will be required to take a position.  The Board’s 
position and any accompanying dissenting opinions shall be documented in the S&MA Position 
Paper.     
 
All other definitions applicable to this OI are addressed in the reference document listed in 
section 3. 
 
5.  Instructions/Guidelines 
 
5.1  S&MA Department and Office Managers are accountable for keeping the S&MA 
Director informed of all important S&MA activities and issues.  Routine S&MA activities and 
issues are communicated to the S&MA Director via e-mails, phone calls and other means such as 
staff meetings.  The following types of S&MA activities require formal communication to the 
S&MA Director via S&MA Information Paper or customer provided format: 
 

• Budget/Resource Issues  
• S&MA Contractor Performance Evaluation Board (PEB) presentations 
• Performance Evaluation Board  (PEB) (S&MA input/recommendations)  
• Program/Project Management Council (PMC) S&MA issues/concerns 
• Safety and Mission Assurance Readiness Reviews (SMARR) 
• Milestone Reviews (QD01 on the Board) 
• Flight Readiness Reviews (FRR) 
• Significant Hardware Technical issues 
• NASA Safety Reporting System (NSRS) actions 
• S&MA Independent Assessment (IA) Reports 
• Technical presentations (Center level and higher) 
• Significant Process Changes 
• Any other issue (Department Manager Discretion) 
 

 
5.2  S&MA Department and Office Managers are accountable for coordinating the review and 
documentation of S&MA positions on critical issues.  The S&MA Board shall be convened to 
address technical issues and technical matters that will require a Directorate position or contain 
a dissenting opinion.  In the event convening the S&MA Board is not feasible, the S&MA 
Director or the delegated authority may approve the final decision or position without 
convening the Board.   Directorate positions and any accompanying dissenting opinions shall be 
documented in the SPP.    

 
The following types of S&MA activities require formal S&MA Board review and SPP 
documentation: 
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• Budget Cut recommendations 
• Safety and Mission Assurance Readiness Reviews (SMARR)  MSFC S&MA 

recommendations 
• Flight Readiness Review MSFC S&MA recommendations 
• MSFC S&MA Hardware Technical issue recommendations 
• Issues that have a dissenting opinion 
• Any other issue (Dept Manager Discretion) 
• Any issue requested by QD01 

 
 
5.3  The S&MA Information Flow and Board process and procedure is detailed in figure 1. 
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6.  Notes 
 

None 
 
7. Safety Precautions and Warning Notes 
 
N/A  
 
8. Appendices, Data, Reports, and Forms 
 
Appendix A: S&MA Information Point Paper format 
Appendix B: S&MA Position Paper format  
 
9.  Records 
 
S&MA Information Papers (SIP) and S&MA Position Papers (SSPs) shall be controlled and 
maintained by the respective S&MA Department or Office.  An electronic back up copy shall be 
saved on the S&MA secure U-drive. 
  
10. Tools, Equipment, and Materials 
 
N/A 
 
11. Personnel Training and Certification 
 
N/A 
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Appendix A 

 
S&MA Information Paper 

 
Author’s name-Date 

 
SUBJECT: 
Describe the subject being briefed 
 
BACKGROUND: 
Provide a summary of what has transpired to date.    
 
DISCUSSION: 
 
• Describe the details of the information being briefed in bullet form.   
• Present key points and facts in chronological order  

o Use indented bullets to describe subordinate points  
• Reference TABS (attachments) that are attached to the information paper and used to further 

elaborate or justify points made in the paper 
• Information paper should be limited to one page 
• Person preparing the paper is usually the person responsible for the topic/subject action 
 
CONCLUSION: 
 
Summarize conclusions that can be made based on the points and facts presented in the 
Discussion section. Describe any existing dissenting opinions. 
 
RECOMMENDATION: 
 
Describe the author’s recommendation for the MSFC S&MA Director (if any).  

• Can include recommendations such as: 
o Attend a meeting – no S&MA issues 
o Specific actions (sign a letter, make a phone call to address and issue, make the 

following points at an impending meeting, etc. 
o A statement that no action is required at this time 
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Appendix B 
 

 MSFC SAFETY AND MISSION ASSURANCE 
DIRECTORATE POSIITION PAPER   

(Title of Issue) Page #: 

X of X 

 
 

 
 
 
 

 
 

(Title) 
 

MSFC S&MA Position 
 
 
 
 

(date) 
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Note: Attendance at the S&MA Board is at S&MA Director’s discreation. 
 MSFC SAFETY AND MISSION ASSURANCE 

DIRECTORATE POSIITION PAPER   

(Title of Issue) Page #: 

X of X 

 
S&MA Board  

 
____________________ ________________________ 
    
Deputy Director, S&MA Manager, Systems Management Office 
Marshall Space Flight Center  Marshall Space Flight Center 
  
 
________________________ ________________________ 
  
Manager, Advanced Proj. Assur. Dept Manager, Shuttle Assurance Dept. 
Marshall Space Flight Center Marshall Space Flight Center 
 
 
________________________ ________________________ 
  
Manager, Cargo Assurance Dept. Manager, SR&QA Policy & Assessment Dept. 
Marshall Space Flight Center Marshall Space Flight Center 
 
 
 
________________________________ ________________________________ 
 Technical Expert name and title 
Manager, Industrial Safety Department 
Marshall Space Flight Center 
 
________________________________ ________________________________ 
 Discipline Expert name and title  
Manager, Business Management Office 
Marshall Space Flight Center 
 
 
 
 
________________________________ _________________________________ 
Other member as required Other  member as required 
 
 
 
 
Approved: ____________________________________________________          
       Date 
 Director, Safety and Mission Assurance  

NASA Marshall Space Flight Center   
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 MSFC SAFETY AND MISSION ASSURANCE 

DIRECTORATE POSIITION PAPER   

(Title of Issue) Page #: 

X of X 

 
 

S&MA Position Report 

Identification 
 
Customer Name:   Contact Info:  
Program/Project/Organization: 
 

 

Short Title of Issue:  
 
Description of Issue:  
 
 
S&MA Person Assigned:  Contact Info:  
MSFC Team Lead: Contact Info:  
S&MA Dept Manager: Contact Info:  
 

Issue 
 
1-3 paragraph narrative describing the issue. 

Background 
 
Narrative summary of what has transpired to date   

Discussion 
 
Describe in detail the facts and issues which will be used to support the recommendation (this is 
the body of the Position Paper).  Reference and attachments can be used to support issues 
discussed in the narrative. 

Risk Assessment 
 
Narrative/5X5 (or equivalent) Risk matrix   
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 MSFC SAFETY AND MISSION ASSURANCE 
DIRECTORATE POSIITION PAPER   

(Title of Issue) Page #: 

X of X 

 

Conclusion 
 
Describe the conclusions drawn from the information in the Discussion and Risk Assessment 
sections by the creator of the position paper.  

Recommendation 
 
Describe the recommended S&MA position with regard to the issue.  
 
References 
 
List any references used to make recommendation 
 
Attachments 
 
List any attachments included  
 

 


